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Version Date Editor Description
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Notes for using this guide:

e  Manual Adjustments will always override Auto Assigned Components, but not Absence Entitlements
e |tis recommended that all Manual Adjustments keyed are checked after the Calendars are Identified on Monday afternoon of
processing week to ensure expected results; you don’t have to wait until Wednesday.

e  Manual Adjustments should be keyed into calendars that coincide with effective dates requiring the adjustment.
Role: Agency Absence Specialist

1lof17



Table of Contents

OVERVIEW ...ttt ettt ettt ettt o 2ttt e ekt e ek et e 42kt e eoh b e e oa ke a4 b e e e 4a b e 42 b e e e kb e e 4m b et e 1R ke e eabe e e ke e e em ke e ebeeeabbeesabeeesaneaans 3
ENTERING ABSENCE ADJUSTMENTS ...ttt ittt ettt et ettt e e sbee e sste e s ket e sabe e e be e e abbe e e be e e sabeeanbeeesbbeasbeeesnneaans 4
N E= Y To F= 1o RO O PP PP PT PR PP PPPPPRP 4
[ [ 1T VAT Lo RO PPPPP 5
Available Absence BUCKEtS (EIEMENT NAMES)........uiiiiiiiiieiiiii ettt a bt e s e e e e e nb et e e e anbr e e e e anrnes 6
AUTOMATIC ADJUSTIMENTS. ...ttt ettt ettt sttt e be e s e bt e e she e e ahbe a4 ke e e aabe e e be e ek be e oabe e e ahbe e ambe e ek eeesabe e e abseesabeesabaeesnbeeannes 7
One FTE Change With NO FLSA CRANGE ......uuuiiiiii ittt e e e e s st e e e e e st e e e e e e s s sa st e taeeeaeeeessnteraeeeaeeeesannneeneees 7
(= T =To AN =Tt T o OO PRI 7
ADSENCE ENLLIEIMENTS ...ttt ekt b e e s st e skt e s s et e et et e sa R e e e R e e e Rn e e saE et e nm s e e snne e e nnneesnneeennneen 7

e Confirming automatiC adjUSTMENTS ... ..uuiiiieei i e e e e e e e s e e reees 7
MANUAL ADJUSTMENTS ..ttt itit ettt ettt ettt ettt ettt st e e st et e 22 be e ek s e e 2a R e e e ek st e ah et e 4R e e e 1R Ee e e be e e b e e e s abe e e asbeeanbeeenbneesbneennneenns 8
Absence Eligibility Group Changes or Multiple FTE Changes...........coiiiiiiiiii e 8
. T g [=To =T o - | OO PP PPPPRPRPPPPPRN 10
[ [T =] 0T PRSPPI 10

. Hire/Rehire from AffIHALE .......ooi e 10

e  Hire/Rehire Filling an Unclassified POSItION ... 11

®  Project to ProjeCt/PerManeNnt.. ...ttt ebn e e nnnee s 11

®  RENIreiN @n @NNIVEISAIY YEAI .....coiiiuiiiiiiiiiie ettt e et e e s nsbn e e s annaeee s 11

° Rehire with employment prior to PeopleSoft CONVErsion ......ccccooeeiviiiiiiiicicicccc e 11
LIS 011 = LA 1 PSSP RRPR 11

o  Project to ProjeCt/PerManeNnt..... oottt e e ennnee s 11
TerminAtioNS AUING O2A ...ttt ettt ekt 4o a bttt e 4 aa b bt e o4 oa b b et o4 ea kbt e a4 am kbt e e e eab bt e e e aab b et e e ensbe e e e enbeeeeennbnas 12
CatastrophiC LEAVE DONGLIONS ........ouueiieiiitiee ittt ettt ettt e e sttt e e o b bttt e s b et e e e s bt et e e okt et e e ekt bt e e okt bt e e sbbb e e e s bbb e e e e nnnneeens 12

e  Vacation Usage for a prior Pay Period .......cooiuiiiiiiiiiieeiieee e 12

©  DONAtiNG VACALION CAITYOVE .. .uuiiiiiiiiiieiitete ettt ettt e ettt e e st e e e sttt e e s bbbt e e s abbs e e e s bbbeeesannneee s 12
Previous ManUAI AGJUSTIMENT ...ttt ettt e ettt e e ot et e e e oa b bt e e e aa ket e e e aabb e e e e aabe e e e e aabbeeeeanbaeeeeabneeeeaae 13

L I = To - 1 o] [T -SSP PP PPRUPPP 13
DUAI FTE EMPIOYEES ... ittt ettt ettt ekttt e oo a bt e e oo a ket e 4 4a b bt e e e 4a ke et e e 1Ak bt e e e oa kbt e e e embb e e e e anbb e e e e abbeeeesbbeeeenae 13
NEGATIVE BALANCE QUERY ...oiiiiiiiiitiieitit ettt ettt ettt et e e sttt e s ate e e te e e amte e e aaeeeaste e e teeeamteeemseeeaseeeambeeeamseesmeeeeneeesnneeenneeas 13
L I =01 o= o o OO OPPPRPPPPPRRN 13

L I = To - 1 o] [T -SSP PP PPRUPPP 13

©  PersSONal HONAAY ..oooiueeiiiiiiiiie ettt e e s annaee s 13

L I £ Vot L1 o] PSP PP PPRTPTP 13
ABSENCE DATA (iN RCG) . utiieiiiieiiie ettt eiee ettt e tte e s te e s tee e am et e e sseeeasteeameeeeamteeamseeeseeeamteeeaseeeanseeansaeeanseeanseeensseeansenesneeenns 14
6T o T Y o 1= o ol PP PPPRPUPPRR 14
N N 5 S SURSTSRRR 15
Manual Conversion Table for Converting Calendar Days into Credit HOUIS ............coooiiiiiiiiiiiieae e 15
Legal Holiday Eligibility 8nd PrOFatiON..........cooi ittt et e e e s ettt e e e e e e s e s aanb et e e e e e e e s aannbaeeeaaeaaas 16

20f17



OVERVIEW

The Absence Management system does a lot of things for us but sometimes we need to intervene.

Here are a few times when that is the case.
An employee:

1. Terminates and you need to zero out their leave

2. Is paid above/below their FTE in a holiday pay period
3. Transfers in from an affiliate

4. Changes their ELSA status mid-year

5. Has multiple FTE changes in one calendar year

6. Is rehired in an anniversary year
e An anniversary year occurs every 5 years and an employee’s vacation eligibility increases every 5 years.
It is prorated every 5 years
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ENTERING ABSENCE ADJUSTMENTS

Navigation

From the Workforce Administrator homepage, select the Payroll tile:

» Workforce Administrator

Payroll

Then select the Absence Management tile:

Absence Management

Choose Adjust Absence Balances under the Maintain Absences folder on the left:

Il Maintain Absences
Losence Event
Creste and Maintain Absences
Lz=sign Entitlermeants and Takas

Adjust Absence Balances
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Absences

Enter any informaticn you have and click Search. Leave fields blank for a list of all values.

| Find an Existing Value |

* Search Criteria
oEmpl ID | begins with ¥ | |
°Empl Record | = ¥ | |

Pay Group | begins with ¥ Q

ecalendar ID | begins with ¥ | u,|

Mame | begins with ¥

Period Begin Date | >= v i)

Period End Date | <= ¥ "?‘

I Case Sensitive

ﬁ| Clear | Basic Search & Save Search Criteria

1. Enter the desired Empl ID

410 2018B03 = DOC PP3 of 2018
435 2018B25 = DHS PP25 of 2018
485 2019B13 = DVA PP13 of 2019

*be certain you are selecting the correct Pay Group and Empl Record*
o A Manual Adjustment done under an incorrect Pay Group or Empl Record can cause serious issues

How It Works

Amounts entered in the “Balance Adjustment” field adjust the employee’s existing balance of the corresponding Element Name (next
page). If you wish the balance to increase, use a positive amount. If you wish the balance to decrease, use a negative amount.

This Calendar is finalized. Any changes will be congidered during refro processing.
Balance Adjustments Personalize | Find | View Al | 2] = First ‘&' 10of1 &' Last
Element Name Description EBalance Adjustment Begin Date End Date
Q &Y T 5

Even though previous calendars have the message: “This Calendar is finalized. Any changes will be considered during retro
processing”, manual adjustments can be entered into these calendars. During the next payroll processing week, that employee will
have absence recalculated for the pay period selected through the current pay period.

50f17



Available Absence Buckets (Element Names)

There are only 11 buckets that can be manually adjusted. All other buckets are automatic.
All buckets are used to zero out any remaining balances upon termination. Other usage is listed below specific to each type.

» WI_PER_CRROV
Personal Holiday Carry Over —Should only be used to zero out the balance upon termination or loss due to fiscal year end. An

exception should always be requested for automatic carryover from the previous year.
» WIL_LGL_CRROV
Legal Holiday Carry Over —Should only be used to zero out the balance upon termination or loss due to fiscal year end. An

exception should always be requested for automatic carryover from the previous year.
> WI_SABBATCL
Sabbatical Leave — May also be used to add a balance being transferred in from affiliate. Should not be used for yearly

elections.

» WI_CR_OVR_12
Vacation Carry Over 12M — Employees hired after 07/01 of the previous calendar year will have carry over in this 12 month
bucket to allow for usage the entire year without requesting an individual exception passed June 30. It may also be used to add
carryover upon transfer from affiliate for usage through December 31.

» WI_CRR_OVR_6
Vacation Carry Over 6M — May also be used to add a balance being transferred in from affiliate. Should not be used for carry

over exceptions. An exception should always be requested for automatic carryover from the previous year.
*Note: Manual adjustments do not work in 2A pay periods.

> WIL_FMLA
FMLA — Should not be used to give an employee an entitlement.

*Note: In order to zero out a balance, the entitlement must be active in the pay period being adjusted. If the entitlement end
date was a prior pay period, that prior pay period must be used to zero out the balance.

» WI_LEGAL_HOL
Legal Holiday — May also be used to adjust additional earned or lost Legal based on an employee being paid above or below
their FTE during a Holiday pay period.

» WI_SICK
Sick — May also be used to add a balance transferred in from affiliate. Should only be zeroed out when certified to ETF, ending

a project or termed for gross misconduct.
> WI_VACATION

Vacation — May also be used to add a balance transferred in from affiliate.
» WI_PER_HOL

Personal Holiday — May also be used to zero out a balance upon rehire in the same year.
» WI_MERIT_DYS

Merit Days — COURTS ONLY
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AUTOMATIC ADJUSTMENTS

One FTE Change with no FLSA Change

The system is configured to increase or decrease vacation, personal* & legal balances based on a mid-year FTE change. If there is also

a FLSA change along with the FTE change, the system will only increase or decrease personal* and legal balances based on the FTE

change. See “Absence Eligibility Group Changes or Multiple FTE Changes” for manual vacation adjustments.

*Personal balances will never be decreased.

Earned Vacation

The system is configured to add or subtract vacation to the nearest hundredth for employees being paid above or below their FTE.

Absence Entitlements

» Hire/Rehire rows on Job Data

The system is configured to give new entitlements every time an employee has a hire/rehire row. It doesn’t always account for
anniversary years so these vacation entitlements should be double-checked. See Rehire in an anniversary year for instructions.

» New Calendar Year

The system is configured to give new entitlements each new calendar year for all eligible active employees. It does account for

anniversary years.

e  Confirming automatic adjustments

These increases or decreases can be seen under the “Supporting Elements” tab of RCG in the pay period of the change.

Calendar Group Results || Accumulators _
— e E— Employee Empl ID Empl
Calendar Group 1D n
Calendar Information
Calendar ID n Pay Group 445
Segment Number 1 Version 3 Revision 1
Gross Result Value 00057 usD Net Result Value 0.0057] usD
Supporting Elements Per{
Element Type Element Name Description Amount
Absence Entitliement WI_LEGAL_HOL Legal Holiday 400000005 H | rE/Rehire
Absence Entitlement ‘WI_LGL_CRROW Legal Holiday Carry Over 0.000000%] (Absence E ntitleme nt)
Absence Entitlement WI_PER_CRROV gz"”a' Holiday Camy 0.000000]
Absence Entitliement WI_PER_HOL Personal Heliday 36.0000005]
y " \ Receive Donation -
Absence Entitlement WI_REC_VAC \ac ation 0.000000%]
Absence Entitlement WI_SABBATCL Sabbatical Leave 0.000000%]
Absence Entitlement WI_SICK Sick 5.00000057]
Absence Entitiement WI_VACATION ‘acation 95.000000%]
Calendar Group Results Accumulators _
NN EET CE W Employee Empl ID Empl R
Calendar Group 1D g B EEEE
Calendar Information
Calendar ID Pay Group
Segment Number 1 Version 4 Revision 1
Gross Result Value 0.005] usD Net Result Value 00057 uso
Supporting Elements Peri  100% -> 45% FTE Change
Element Type Element Name Description Amount (AUtO ASSIgned Com ponents)
Auto Assigned Components  WI_LEGAL_HOL_UADJ Legal Holiday -30.300000F]
Auto Assigned Compenents  WI_SABBATCL_UPD Sabbatical Leave 3.7500005]
Auto Assigned Components  WI_WACATION_UADJ ‘Wacation -67.00000053
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MANUAL ADJUSTMENTS

Absence Eligibility Group Changes or Multiple FTE Changes

>

FLSA changes

To/from:
o  Weekend Nurse (WIWKNDNRS)
o  Craft Worker (WICRAFTXXX)
o Elected Official (WICONOFFEE)
o Fire/Crash Rescue (WIFCRS112)

Multiple FTE changes in one calendar year

STEP 1: Calculate the employee’s new vacation entitlement for the year based on the effective date(s) of the change(s) using

the Manual Conversion Table (Appendix) or the “mid-year vacation change” spreadsheet.

5

mid-year vacation
changes.xlsx

STEP 2: Obtain the original vacation entitlement for the employee affected by the change(s).

Select the Results by Calendar Group (RCG) page under the Review Absences folder:

) Msintsin Absences v

7= Review Absences i~
Results by Calendar Group
Review Absence Balances

Enter the employee’s Empl ID and Empl Record, if applicable, and click Search

Results by Calendar Group
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value

Search Criteria

Emp! ID[begins with ¥ |
Empl Rec D-I'dl:l
Calendar Group ID Q
Mame| begins with ¥ |

=m
Search Clear | Basic Search = Sawve Search Criteria
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e From the Search Results grid, select the calendar group row for the last pay period that was finalized

Search Results
Wiew All First ‘&' 115015 'R/ Last
Empl IDv Empl Record Calendar Group |D Name
- 0 20186809 ul
= 0 2016610 L
- ] 2016B11 = .
= 0 2016812 | B
] 2M6B13 ———
= 0 2016614 =B
-] 0 2018B15 L
' 0 2MeB16 e mE.
] 0 2018B17 |
0 2016618 I N
= 0 2018B19 .
n=mm 0 2016820 L
— 0 2018621 = Em .
] ] 2016822 - u
e 0 2017B13 e .

e (lick the Accumulators tab and go to the last page, if applicable (click “View All” for the entire listing)

| Calendar Group Results || Accumulators || Supporting Elements |

Calendar Information

Accumulators

EE CE Empioyee Empl ID

Calendar Group ID 2017813 May 28 to June 10

Calendar ID 410 2017813 Pay Group 410
Segment Number 1 Version 1
Gross Result Value 0.0057] usD Net Result Value 0.005]

Empl Record ]
Find First ‘A 10of1 (&' Last
Revision 1

usD
PersnnalizelFindIVBwAllIﬂI@ First ‘&' 1-50f27 ‘&' Last

e Locate the Vacation Award (WI_VACATION_ENT)

‘fear to Date WI_WVBCATION_ENT

160.0000005F] \acation Award

» STEP 3: Adjust the employee’s vacation balance.

e Navigate to the Adjust Absence Balances page

Il Maintain Absences
Aosence Event
Creste and Maintain Abssnces
£zsign Entitlements and Takas

Adjust Absence Balances
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e Select the WI_VACATION Element Name

Absences
Employee ID Name == - Empl Record 0
Pay Group Description Pay Entity WISGONSIN

Calendar ID 2017814 Begin Date 06/11/2017 End Date 08/24/2017
Balance Adjustments Personalize | Find | View All | 2| G‘ First ‘&' 10of1 ‘&' Last
Element Name Description Balance Adjustment Begin Date End Date
WI_VACATION @, ‘acaticn 06/11/2017 |[F [pei24rz017  |F =)

5l Save ||[G" Returnto Search ||#.] PreviousinList |[4-] Mextin List =] Motify

e To determine the Balance Adjustment amount, take the manual vacation entitlement calculated in Step 1 and subtract the
Vacation Award from Step 2. The difference is your balance adjustment, positive or negative

e (lick Save

Earned Legal

ER18.02(6)5 & ER18.04(3)(c) provide for part-time employees to earn additional Legal Holiday based on the hours they are paid during
the Holiday pay period.

WI HR Handbook 716.050 2.f. & OSER-0235-CLR/LR provide for full-time employees to earn less Legal Holiday based on the hours they
are paid during the Holiday pay period.

Please refer to the Legal Holiday Eligibility and Proration memo in the Appendix.

This spreadsheet may be used to assist in your calculation

Part Time Add'l
Legal Holiday Hours

It is recommended to make these adjustments during/immediately after each holiday pay period.

*Note: All adjustments should remain with the calendar year in which the holiday occurs. Because there are several holidays at the
end of the calendar year, these adjustments should be added to that year’s balance and a ticket created to request a carryover
exception so the balance of the previous calendar year flows through automatically into the carry over bucket of the next calendar
year.

Hire/Rehire

A hire/rehire row in Job Data will always give new absence entitlements based on the effective date of the hire/rehire row.
There are a few instances where the amounts would not be accurate:

e Hire/Rehire from Affiliate
o Ifan employee was paid out for their absence balances when they left affiliate, these new entitlements would be
accurate and no manual adjustments are needed unless they are not eligible for additional personal holiday
= |fthey are not eligible for the additional personal holiday, decrease the balance by the same amount that
the new entitlement is giving them in their hire/rehire pay period
=  Manual Adjustments do not override absence entitlements so this will net to zero and the employee will
never see a balance
o Ifan employee is bringing some, or all, of their absence balances with them from affiliate, these new entitlements
could be inaccurate and you may need to adjust manually
=  Compare the new entitlements to the balances the employee is bringing with them and make a manual
adjustment (plus or minus) for the difference in their hire/rehire pay period
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The following scenarios are cases in which the employee is maintaining their absence balances and are hired/rehired without a break
in service into a new position and should not receive new absence entitlements.

Confirm the erroneous amounts being added under the Supporting Elements tab of the RCG Monday afternoon of payroll processing
week and decrease the balances by those exact amounts in the same calendar that they are receiving the erroneous entitlements.

Hire/Rehire Filling an Unclassified Position
o Anemployee goes on LOA from a classified position in a different Empl Record and is hired into a new Empl Record
= Besure you are entering the new hire Pay Group and Empl Record when selecting the appropriate calendar
o Anemployee termed an unclassified position and is being rehired into a new unclassified position
Project to Project/Permanent
o  Prior Permanent service

=  Anemployee had prior Permanent service before their current project appointment.
= Their current project appointment is ending and they are starting a new project/Permanent appointment
with no break in service
= Their Company Seniority Date is not changing
= Manually adjust the erroneous entitlements given from the rehire
o No Prior Permanent Service
= See Terminations section for instructions.
e Rehire in an anniversary year
o Employees rehired in a year where an anniversary falls may not receive an accurate vacation entitlement
o These should be double-checked using the term payout sheet
o Iftheresults don’t match, a manual adjustment should be keyed for the difference
e Rehire with employment prior to PeopleSoft conversion
o Employees rehired within 5 years are eligible to have their previous sick balance restored
o Previous sick balance can be found in WISPER or PTAWeb
e Rehire within the same calendar year
An employee is only eligible for 36 hours once per calendar year. If an employee has already been paid out their 36 hours of
personal holiday from a previous employment earlier in the year, deduct the new entitlement the rehire is giving them. If the
employee was part time and only received a prorated amount of personal at the beginning of the year, manual deduct that
amount to leave them the difference to use for the rest of the calendar year.

Terminations

When employees leave state service, or transfer to affiliate, all* their absence balances should be zeroed out.
When can | key the adjustments? Once absence has confirmed for their final pay period to show final balances
Where can | key the adjustments? Select the calendar ID that coincides with the termination date
*Sick leave is zeroed out only when:

e tis certified to ETF

e the employee transfers to affiliate

e the employee’s project ends and they had no prior Permanent service

e the employee is terminated for gross misconduct

The following scenario is a case in which an active employee needs their balances zeroed out or manipulated:
*Note: Employees going from project to permanent with no prior permanent service are allowed to take their personal holiday
balance with them into their permanent position since they will need to serve another 6-month probationary period to use vacation.

e  Project to Project/Permanent
o No Prior Permanent Service
= An employee had no prior Permanent service before their current project appointment
= Their current project appointment is ending on Friday and they are starting a new project/Permanent
appointment on Monday
= Their Company Seniority Date is resetting to the new rehire date
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[¢]

1. Request a probation override from Central Payroll so previously used eligible vacation does not get
reversed based on the CSD change
Prior Permanent Service
= See Hire/Rehire section for instructions

Terminations during 02A

O
O

[¢]

The system is configured to only give new calendar year entitlements to employees that are active at the end of 02A.
Employees with a termination date during 02A (except on the last Saturday) will not receive entitlements and
therefore will have nothing to zero out for current year balances
= |f these employees plan to use any Legal or Personal to be earned in the new calendar year, a manual
adjustment will need to be entered into the 02A calendar to add the amounts the employee wishes to use
during that time frame
You can use the following query to identify employees that may be affected: WI_HR_TRANS_LIST

Catastrophic Leave Donations

Vacation Usage for a prior pay period

(@]

(@]

Leave donations are processed in the next pay processing cycle after being keyed; they can not be added to prior pay
periods
Employees needing to use the donated vacation in a prior pay period must have it manually moved
= add the vacation amount needed to the vacation bucket in the calendar group ID before the pay period the
employee needs to use it on their timesheet
= deduct the same vacation amount in the donation pay period

Example: Donations were keyed during 2017B24 processing but the employee needed 28 hours in PP22 and
was just approved for donations. Agency absence specialist added 28 vacation to 2017B21 so it is available to
use in PP22. Then the agency absence specialist also added a deduction of 28 vacation to 2017B24 to offset the
manual adjustment keyed in 2017B21.

WA L TR0t
| 2017821 250102 WI_VACATION D9M1772017 D9/30/2017 28000000 w

= 4:41-45PM

. 0 5 A 250102 WI_VACATION 10/28/2017 11/1/2017 -28.000000 HEgtr
2017624 N : 4:42.07PM

. , , . HH3201T

- i) A 250166 WI_REC_VAC 10/29/2017 11/11/2017  2.000000 WI_AM_BATCH 11732017
. , , . 132017

| 3017824 0 A 250166 WI_REC_VAG 10292017 111172017 3.000000 Wi_AM_BATCH 1113200
. , , . MA32017

[, 0| i - A 250166 WI_REC_VAG 102972017 11/11/2017 24.000000 WI_AM_BATCH 1103200
. , , . 1M32017

i i) A 250166 WI_REC_VAC 102972017 11/11/2017  4.000000 WI_AM_BATCH 11032077
. , , . 132017

. 0 S : A 250166 WI_LREC_VAC 10/29/2017 11/11/2017 24.000000 WI_AM_BATCH 117132017

Donating vacation carryover

o The system is set up to only pull vacation donations from current year entitlement
o Anemployee wishing to donate from their vacation carryover bucket will need an addition to WI_VACATION for the
amount donated along with a deduction from WI_CRR_OVR_6 or WI_CR_OVR_12 for the amount donated in the same
pay period that the leave donation was processed/keyed
Pay Calendar Empl First 3 HR PIN 3 = Last Upd
Group Dept IO | u} Record Last Name Middle Status Number Hames Begin Date  End Date Bal adj by DT
N DE/25/2013
1 s om A 250102 WI_VACATION  D6MOD2018 DE/232018 24.000000 e
2 - 0| = A 250458 WI_DOM VAC  DEAD201E DRZ3E01E 24000000 WI_AM_BATCH ?Eﬁg%ﬂg,ﬁd
3 e 0 A 250116 WI_CRR_OVR_E DGA0/2013 DE/23/2015 -24.000000 Telel g%‘gi’gg:ﬂs
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Previous Manual Adjustment

If a manual adjustment is entered to reduce a balance and the amount exceeds the actual balance, the employee will have a
negative balance. If this happens, go back to the original manual adjustment that was keyed and change the original entry so the
employee is no longer negative.
All manual adjustments keyed prior to identifying the calendars during processing Monday can be verified before confirming
Tuesday night. Adjustments can be adjusted prior to confirming Tuesday night to forgo the employee ever showing on the query.
If a previously keyed manual adjustment is incorrect, fix the incorrect adjustment. Do not key another manual adjustment to fix the
incorrect adjustment.
e Legal Holiday
o Employees paid below their FTE during a holiday pay period lose eligible legal given at the beginning of the year.
o If the employee has a zero balance:
= And the employee is in partial pay status, submit an ODL POTT to collect the overuse. No adjustment to the
balance is necessary
= And the employee is total LWOP, add a manual adjustment to deduct the overuse, giving the employee a
negative balance
» When employee returns to pay status, collect ODL through POTT and delete the original absence
adjustment that made the employee negative. This will remove the employee from the query

Dual FTE Employees

Employees working in more than one FTE position must be monitored to ensure they do not earn more than 100% sick and vacation
collectively.

NEGATIVE BALANCE QUERY

WI_ABS_NEG_BALANCES
This query should be run after each Absence Confirm Tuesday.

FTE Change

e Legal Holiday
o The system automatically calculates the legal balances when an FTE changes
o Ifthe balance is zero, or less than the change, and the FTE decreases, the balance will become negative
o Negative balances need to be collected as ODL through POTT
o  Once the money has been collected, add the amount to the pay period prior to the FTE change so there is a balance
for the auto deduction to take from when it recalculates. This will also remove the employee from the query

Example: EE had a legal balance of 16 hours and went from 100% to 50% on 08/06/2017 (2017B18). The system
automatically deducted 20 hours (4 hours each for the remaining 5 holidays), leaving the employee with a -4 balance.
Agency enters a POTT for -4 hours ODL and does a manual adjustment for +4 WI_LEGAL_HOL in 2017B17.

e  Personal Holiday
o Personal Holiday is never reduced, so an FTE change will not make a personal balance negative.
e Vacation
o The system automatically collects any overdrawn vacation, so an FTE change will not make a vacation balance negative
= |f the employee does not have enough pay to collect the entire amount, the remainder will go to the vacation
recoup bucket and will be automatically collected when there is enough pay
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ABSENCE DATA (in RCG)

You can view all used absence in each pay period through “Absence Data” under the Calendar Group Results tab.

Calendar Group Results Accumulators
ar = B R

Calendar Group 1D

Segment Information by Calendar

Segment
Calendar ID Begin Date
201 7B 1262017
201TB2eE2 110262017

Additional Result Pages
Abzence Data w—————

Segment
End Date

Supporting Elements

Employee

Calculate Action

1202017 Calculate

12009/2017  Calculate

Positive Input - Absence

Empl ID

Revision
Number

Version
Number

Segment
Number

1 2
1 1

Generated Positive Input

| Find | View a1 | £ | B

Empl Record

First ‘4 4-50f5 '*' Last

Segment Detail

1 Segment Detail

1 Segment Detail

It lists absence takes by date and ending balance after each date.

Element Mame Description fhEEI‘IG’E Dat= Day Day Count Paid Unipaid g:::f;:e"t
WI_PER_HOL_TK Personal Holiday ME2720M7 hMonday 5.000000 &.000000 28.000000
WI_FMLA_TK Family Leave Act M27207 hMonday 5.000000 &.000000 5.000000
WI_PER_HOL_TK Personal Holiday M282017 Tuesday 5.000000 &.000000 20.000000
WI_FMLA_TK Family Leave Act 282017 Tuesday 5.000000 &.000000
WI_LWOP _TK tg:ﬁ without Pay 1292017 Wednesday 4000000 4.000000
WI_PER_HOL_TK Personal Holiday 12972017 Wednesday 4 000000 4.000000 16.000000
WI_LWOP _TK tg:ﬁ without Pay /302017 Thursday 5000000 3000000
WI_LWOP _TK tg:ﬁ R 1200172017 Friday 5000000 3000000
WI_WVACATION_TK “Jacation 12042017 hMonday 4 000000 4.000000 4. 000000
WI_PER_HOL_TK Personal Holiday 12042017 hMonday 4 000000 4.000000 12.000000
WI_PER_HOL_TK Personal Holiday 12052017 Tuesday 5.000000 &.000000 4. 000000
WI_PER_HOL_TK Personal Holiday 12062017 Wednezday 5.000000 4.000000 4000000
WI_LWOP TK tg:ﬁ without Pay 1200772017 Thursday 4000000 4.000000
WI_PER_HOL_TK Personal Holiday 12072017 Thursday 4 000000 4000000
WI_LWOP TK tg:ﬁ without Pay 120082017 Friday 7000000 000000
Unpaid Absence

o If the balance is not sufficient for the take entered by the employee, it will list the hours that are going unpaid

o Thisinformation is also available in a query: WI_ABS_UNPAID_HRS

o These must be changed to other available paid leave or leave without pay or the employee will earn sick and vacation

on the unpaid h

ours
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APPENDIX

Manual Conversion Table for Converting Calendar Days into Credit Hours

If the If the Day
Month Columns Hourly Conversion Factors:
HOLRS: HOLRS: Seniarity Vac Hrs =~ General
1 173.33 1 570 FLSA Non-Exempt | | Personal Holiday Factor |
2 34667 2 1140 0 -5 years 104 0.050000 36 hour rate 0.017308
3 52000 3 1710 b+ -10 years 144 0.069231
4 69333 4 2279 10+ - 15 years 160 0.076923 | Term/Sabbatical Factor |
5 BB6.67 5 28.49 15+ - 20 years 184 0.088462 40 hour rate 0.019231
6 1040.00 6 34.19 20+ - 25 years 200 0.096154 80 hour rate 0.038462
7 1213.33 7 39.89 25+ years 216 0.103846 120 hour rate 0.0576592
8 1386.67 8 4559
9 1560.00 9 51.29 FLSA Exempt | |53turdaﬁLegalHDIidm_fFactDr
10 1733.33 10 56.99 0 -5 years 120 0.067692 72 hour rate 0.034615
11 1906.67 11 6263 b+ -10 years 160 0.0768923
12 68.38 10+ - 15 years 176 0.084614
avg. 13 74.08 15+ - 20 years 200 0.098154
days/mo 14 79.78 20+ years 216 0.103846
30.4167 15 8543
16 91.18 BU 04 Craft Employees
17 96.88 82.20% 100 0.04807v7
18 10258 80.62% 140 0.067308
19 108.27 79.07% 180 0.086538
20 113.97
21 119.67
22 12537
23 131.07
24 136.77
25 14247
26 148.16
27 153.86
28 159.56
29 185.26

30 170.96
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Legal Holiday Eligibility and Proration

DATE: April 12, 2018 File Ref: 02-18
TO: All Agencies on Central Payroll & STAR HCM using Absence
FROM: Stacie Happel, Absence Coordinator/DOA-Central Payroll Section

(608) 266-8972
SUBJECT:  Legal Holiday Eligibility and Proration
Employees are given their entire year entitlement for observed legal holidays at the beginning of each calendar
year based on the assumption they will be paid their FTE the entire year. When an employee is not paid their

FTE in a holiday pay period, there are extra steps that need to be followed.

Admin Code at ER 18.04(3) Eligibility for Legal Holidays.

(a) For the purposes of this subsection, “Scheduled work day” for an employee on a leave of
absence without pay means the day the employee would have been scheduled to work had
the employee been in pay status.

(b) To be eligible for any legal holiday with pay, a person must be in employment status on
the holiday and do at least one of the following:

1. Work on the holiday;

2. Be in pay status on the last scheduled work day immediately preceding the holiday;
or

3. Be in pay status on the first scheduled work day immediately following the holiday.

(c) Employees who are regularly employed for less than 80 hours per biweekly pay period on
a continuing basis shall be granted a prorated amount of legal holidays consistent with
the employee’s regularly scheduled hours per pay period at the time the holiday occurs.

Continuing basis means at least two weeks.

Examples (from WI HR Handbook Chapter 716.050 2./f.)

A 50% FTE employee is directed to work 100% during the pay period in which Memorial Day occurs. Because
the award of legal holiday hours is based on hours in pay status in the pay period in which the legal holiday
occurs, this employee will receive the full 8 hours of legal holiday for Memorial Day rather than the usual prorated
amount.

A 100% FTE employee requested and was approved to work a reduced schedule (75%) from March 1 through
September 30. Because the award of legal holiday hours is based on hours in pay status in the pay period in
which a legal holiday occurs, this employee will receive only 6 hours (75%) of holiday time for each of the holidays
that fall during the termination of the employee’s reduced schedule.

Rule of Thumb
Employees are eligible for hours equal to 10% of the total hours paid in the pay period in which a holiday occurs.
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Identifying employees paid over/under their FTE

WI_ABS_OVER_UNDER_FOR_LEGAL

A query has been created to help identify employees potentially needing manual legal adjustments.

All fields are required.

0 =F End Date 5
e Calendar Group

Bus Unit -% for all or enter 1 o]
Diept ID - % for all or enter 1 a3
eErte' SP' for Split PPO'REG
View Resulis

1. PP End Date = the end date of the pay period that contains the holiday

2. Calendar Group = can be any calendar group that contains the holiday pay period. It's not as accurate,
but could give different results for some people that weren’t paid correctly in the original pay period

3. Enter “SP” for a split pay period (2 or 15). Enter “REG” for all other holiday pay periods

Exceptions

Employee’s holiday would not be prorated if:

1. Employee works FTE up to the holiday before using all LWOP after the holiday
Or
2. Employee uses all LWOP up to the holiday and works their FTE after the holiday

Example
A 100% FTE employee works 40 hours every week from January through the Friday before Memorial Day and

then uses 72 hours of LWOP in the Memorial holiday pay period.
The employee is eligible for 8 hours of Legal for Memorial Day.
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